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\ CONFIDENTIAL 

er r«oreitB«nt mlUetics}; 

«ad and uUliaailfiii of otjutract peraonnal, 

lUI SoteSdMI PtiisIliC* Mp<i^tWi!l Sto.'fci^ 

Mto* QfsmlmUmmf and CoraeaidoiS. Orptstisaiioiis t^sr 

^ Su|)p^ Midlaioai. 

4« liielQte tiao piaijaamtlfiai, iwe^^yLation, |«Mi<»tloa» «;^paapid- 

idLOB'# Of S4S IiOfeti®pa» SSB WiSIIIOI'IBidfef Sfc3D 

B^yfiipurlMns MtBtwwndaj SfflS SotlflsMi» Ag»at# HumiGty SS3 Beadq pw artago 
mmuSLp ma4 Off-^wr# Jfeateaetioo#. Maroowo?, Inauros oc B q ptl lan oo vlth 

mA rnmrnmmtr fe» »«gal*tofy iwiaaaoo#. 

§. iwaudo p?ipa 3 »tlott of xi^^tory l«i«aiie^ and dlroetiiriia 

qimniimtTiji th# •ataKLiabnat^ u^tllimtJUm, rad&t«msoo aad otlootioo 
^ of S^teiAapd Sdtei«rl««,«nd RafflOtHMsa Mstorial tear Swaad’i^ 

mwSMm cetpMMaatts at Soadqpaatiar# sad in ^ Plaid. 

6. difitivitlWi iafilodo p®«|«3ratlon of ragi^latorr Utoanooa and dlractlTOa 
the SMoril^ 9u| ip ort la^fialfl® |4iy«ioal aecwty peogxm 
iMSiixMxi^ t3» $atjo»r®Ba(Ht of Pliskid Offl«ai id.taa» ihm reparvialon ^ 

•ftfa the aupwrlaioo of lieanaa smAmen of (krmaami 

"tiia lo^plaBttMrtattois of oowsf i:«<j:uli«a»ts, th® pro^rf^rfon 
ei jUS? - Sli^trle PnotaotSoii Saandoa# tba eooetn«!titai -wa^t »xm», 
^ paKiraammit of tali^piunia mmmring and ttai pfoomrwawntr 

of eovir atatioDa 7 . 

?* toclnde tdai pwinapatioa of a^galatwy laaoa^iMa a*Mi dire©- 

tlvaa tfee laH ^pe o f a tioo and t^ibiBaifNalcai of IMly Ri^poafta tjy S® 

A^li^ la the Plaid, and aaintalning a aaa t la u in g r®»iaw and aaa3;r»ie 
ApproadcMrflftix^e 2001/04/02 : 
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Aotivlti#8 taolitdle 1*© eoia^wst of aresoajfch sad mxrrss’a to 

dstBtirsiii© work loadiij 

Offloesi BBSig^sat, transfer, sad 

of Agent persom^; asd wffieient and eocmoaieal ecea-- 
SdLetion of road trips* 


25X1 A 


COWKtW'M- 

Sijio^ 
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1* iiKsluds th« avmlmtioa, oolX&tlim, 

8i:qpervlid^ of tb© iigsni a l pl a ag and of th# Sooiarity 

Mtiaion, as wall as tiui of sa<di plma aai 

obleetives* 

2. Activities iaoliide tbe msmiag of pot«rtiial requiraeants, ttw dsv^op- 
auity araoossBaffltdatiouL^ aad (K}02‘di3Qatio& of ma&tg 9 Si<^ md selaoted "Hof* 
•ad "Cold* iar Hanning for the Sectiritar Svgpport Division, as well ae 
xsin^^risg asMstenoe to the SSD Senior War Planner* 

3* Aotivitii»i tdie devalofsent and pmparaticm of agenda for the 

Advisory Gomittee to D^^mtgr Directear of Seoioril^ (Investigations 
and ^i^port) and perfortaing seoretariat aervioes. 

4* Intlvlties inelnde the pre^EratiQn of lagulatory issnances direc- 
tives cosHtnarsed id,th Security Sapport Division eosqaianee with Coafi- 
daatlal Punds, rggalations and procedures, and audits of Field Office 
revolving funds, staa^j fwsds, and proiwsrtr aocxmats, as well ae audits 
of the leadquartars lsp?est Stas^ Fimd. 

5* Activities include c omp il at ion, evaluation, and pxvqparation of 
faixiget estliaa^s fwr the Office of tdie Deputy Director of Security 
(Investigations Si®port) and tho Semariltf Siq^ort Division. 

6* Aei^vities in cl ud e j^sj^ical inventory verification and inapeotion of 
property issued to Security Support Division Held Offices at the tiae 
official visits, ihn determination that semi-annual Isveatories az^ 
i^oittikl as required, aM the review of ®aithly iiujpectiion re- 

ports of Te«Mi<^ equlpaieit* 
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7* AniMLtims isuidisde tfc# lapigjaratioB of rn^ulatory loirusnoM and dirt©- 
tiva® ooawoiaing training and coaforanoe ppograaa for Sacarlty Si;^)port 
Hifision pairacnsialf xavlav and approval, of saropoa^ cimftMraacd agasda^ 


aaalstaaoa is yferangthaniisg ooafacraioa ag«^, briaflng Haadquartars 
rappaaantatiT« to HaXd oonferaocaa, oatabHahzaent of ooapilaorjr 
•dbjaota, rarrlaw of ooafarwioa ainutas, and aalaotion of Haadqnartars 
to atta!»l Agmesf training ootiraaa. 

8, lotlvltiaa isoXuda tha pivparaticoi of n^pilatory Isatumoas and airac- 
tlvaa <»acorning tba aBtodLttal, prapaamtion, and fi»nt<mta of Saouilty 
deport Divisi^ FarforEumoa Baportsf tha oont^olling and fft^parviadon 
of "Uio raeaipt and prooaaaing of axtch raporta; and aoKlat tha Deputy 
Mraator of Seouri^ (Invastigationa and 3vq>port) la avalmting the 
r^tlva worth of ^ paraoniial# 

9. Aotivltiae iaelufe the ppiptyation of ragalatcsry iseuanoaa and dirac- 
tivaa oonoaralng Sattaday Duty Covarage at Headquartara aM Jlald 
inatallaticuia of the Saourlty Soi^rt Mviaion, and prepera and eiqser- 
viaa tha B^dqpartwa Satiirday Duty roetar for both profa8#i<»ial aad 
^«loal paraoaaal. 



Aativitiaa tnc l u d a tha proouranant, control, raviaw, and tha diaNiasiina- 
t4«B of ^0SB«tl<ttJ in Qovart eacorlty raoorda to laaet toa naada of 
otioar o«»as»enent8 of the Office of Saomrity. 
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32 * tb* miftbllifaMint of pdLoxltiM for tl» 


•f ^DooMBts Igr oUitr wpanantg of Ibi Qffl^ of Socnrllgr Igr Sooirltjr 
mMm ftiw M a^gMimtloii h«B bom a^worwl 

If Hill ii^' l^ninixig iltalt* 

12* iw roodll^ 

3 * »oo i iiwt^ i»dl offlotal pci«iiiU»x to 
Aggaty Rigrflitloi» aad Sotioos. 

34* AotlfiUoo itwiSoao tb* p<«fn«tifn at ragiMioxy iosamatm aad ^foo- 
tlWi •• mfil M tl» frowaoliitiait^ and «9eenrl0l<m of 

yaliaifti far Mnwfeor of Seasrity (IcwwiiigRtimai «»i 

i^ppart) mmam^bsg oiadUdUKafiti’f* both is BM^»rt«ar» wad 

is ^ nUd, aoBb w tiM god attoDdbnoo, vaostlon •dbodoHwit pwraoxmal 
•ad rTTfr***"* lafcgmaAiimf WMssrltfi indir t o la g hono lli&ltatioxui m 
(ibaalad to |>axi«Mt» «aii. ooari imp bowed ^i^aoasaiswi* 


SECflEI 
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f * V ikctelnliitera end eoniroilsj in eoordlmtidn with Ptiysleal 

f Bl^*ion 4 ( th« jaiysioal seeurity progrsBa In fi#ld of flees 

■^s stainienence of roeolsl indices * t>i» of wjxt^ b 

tw tjie |>ro<sureiHen‘fc and it:0'ta3^tion of protective d ©vices and the 
Jag^Uwmtatlon of cover requirements. 

h« develops and isplemsntss in coll.a4»orati©n with the ASff Staff i| 

W© ft ag ing of intrs-divisionel training pjtHjgrams bo^ at Head* 
qaartorB end in the field. 

Gonducts research and selects reference material for stai^aid li* 
wsiatalned in headquarters and field of flees* 

l.^iiacnpeisas administrativs jtirisdletidn over and eontrols the dlstri- 
teUoc of ^1 covert security records. Including extracts therefrom, 
to nett informational needs of other ocmponents of the Of flee of 

SeeoriV* 

ii# •^AdWLidsters the vltal-materi^s program. 

1. *^Pl«af , develcjm and establishes standards for application of 
raqairfflienti to Confldmtial jun& regulations and procedurosi 
audits finanoial and property acebunts to determine ooaplianca 
therewith. 

pot^lal requireaentB, coordinates and reooiroends adoption 
of and seleeted war planning techniques, bo^ actual and 

plfll^ioi^oal, and renders aaadstanoe to ths SSI senior war planner 

is 8es«BSll7- 

a.v^levelops and prepares agenda for meetings of the Advlsosy Comalttea 
ts ths Dqfmty Director of SecBirliy (Investigations and Support) and 
yvsideii iSIG^^arlat seryic^ theretoi collects and evaluates material 
aai i^^aree Simual itateniente of acccs^Hshmente, plans md ebjjeo- 
t4vi» of I^D| dlseharginf implementing reepbnsibilltles ^ereui^cr 
ss i^^3PlpElate. 

•o*^ ^Psrsites, throui^ delegated authority, staff jurisdiction over all 
phases of field office administration for information and control 
pusposss, 

p.-^0ol3adK>rateB with the Affcdnlstration and Traiidng Staff on ell matters 
pertaining to division a<feini8tration. 

Conducts field surveys and Ini^otions as necessaiy for adminis- 
trative and (operational purposes. 


•g. 
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KfcUslon suckJ Admiidstrativa Functione 
Pir^pose 4 CorreepondentB Beak 
0«Rrs«poiiden.t8 aad Eeeords Branch, CS 


X* Hijwlon •• The inlBalon of ■the dii Branch, SSD OB, is 'to (a) iii^lcBisnt 
and admlnl stratlvs policies and Insure th© aial 

ej^ident <l^1Acation thereof to all eonroonents la^ (W establish 
sfiNctilw prociENiures and standards for and obtain the application of, 

0f iecajrfl% overall adffllnistration arai training poUoiaa in thesa* 

creas. 


t, fusetions - 


25X1 A1 3c 



25> 


(1A 


f.v 


Flanf^ develops, coordinates and controls an internal iirsteiB of regu- 
latojQr issttanaes for jKLeld agents autid division pesraonhel maintaining 
anynpH anea therewith and acc,ountd)ility therefor. 

SstiPlishes r^juiremehts for the preparation and exfisralssion of dailr 
wports fztai the field, maintaining a eontinuing review and analysis 
tesrsof. 

oev-j A 

PttSPiRKWS receaardh stupes and eoopilea statiet^a^con^ro^dat^oi^^^^ 
ii9l!|]^?ad and other to determine (a) 

ttie aesiipwient, transrer 
sttiijlities of agent personnel to areas of greStest need and 
(d) the efficiency avid esenony obtained in the ctaspletion of asslgn- 
Bsnts iaad road trip plaradLng therefor. 
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3« f ipurfine 




siiiim’l®.#. m.' ml. tl* al&.lls4tisa.. 

im" SJylf toiSf s«li St 

€lirtei& iH# rm§^a 25X1 A 



I o>s/'i?strleal 

\ 

tm^ 


^lafratn?! |WilI.J«%. 

1^. A^sM WmmXf S3 SM 

iwwisMs# S3 MS imttmU^m^ 
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Statement of Administrative Functions 
Proposed Correspondent'^ Desk 
Coireepondentdand Records Branch, CS 


25X1 A1 3c 



Plans, develops, coordinates and controls an internal system of regula- 
toiy issuances for field agenis and division personnel maintaining com- 
pliance ttterewith and accountability -therefor. 


Establishes requirements for the preparation and - submission of daily res- 
ports from th© field, maintaiitlng a continuing review and analysis thereof. 

25X1 A 

Pursues research studies asxi co^^e^sta^^tica^contro^dat^or^work-^^ 
load and other media to 
locations of field offices, 

(c) the assTgSSnu^wansie^ancnSHallufoiW^^^lln^ 
persomiS^^Breiffl of greatest need and (d) the efficiency and econouy 
obtained in th® conpletion of asslgnmants and road trip planning therefor. 

Develops, administers and controls the physical security program in field 
offices Including the maintenance of special indices, the conduct of 
surveys for the procurement and installation of protective devices and 
the implementation of cover requirements. 

Plans, develops and implements, in collaboration with the A&T Staff, tlie 
staging of intra-divislonal training programs bo-th at Headquarters and 
in the field. 

Conducts research and selects reference material for stardard libraries 
maintained in headquarters and field offices. 
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Exercises administrative jurisdiction over, and controls the distribution 
of, all covert security records Including extracts therefrom to meet 
informational needs of other congsonents of Office of Security. 

Administers the SSD vital-materials program. 

Plans, develops and establishes staiidards for application of SSD require- 
ments to Confidential Funds regulations and procedures) audits financial 
and property accounts to determine compliance therewith. 

beiffles potential requirements, coordinates and recommends adoption of 
efflergen<y and selected war planning techniques, both actual and psycholo- 
gical, and renders assistance to the BCD senior war planner as necessaitir. 

Develops and prepares agerda for meetings of the Advisory Committee to 
the Deputy Director of Security (Investigations and Support) and renders 
secretariat services thereto) collects and evaluates material and pre- 
pares annual statements of accomplishments, plans and objectives of SSD, 
disi^arging implementing responsibilitieB thereunder as appropriate. 

Exercises, throu^ delegated authority, staff jurisdiction over all 
phases of field office administration for information and control pur- 
poses. 

Collaborates with the Administration and training Staff on all matters 
pertaining to division administration. 

Conducts field surv^s and inspections as necessary for administrative 
and operational purposes, 

25X1 A9a 
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•# &&■ fSiW^TnHL iHi kiJ’|^S’‘'v14s# 

4, a^waaf ftsteS »«%■ 

Ml ^Ui. «£ pmpss^ ^5d f '■>sp©.3rvl.'-'e tM. ftK|i<^35igft4sr# Smtiawiiiy .I’oef^ 

itSfr pirsi!^l.5jx»i mM.el«rtml IJtei'iaiiail* 
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:X1A 


25X1 A 


X* 

IMT Iftlil 

lyp 


fm- «« tm 

%tilimM.m «f Itj&M Mflm wsi> 

, p|«»tsK, wmik trls# 


mSMm 


tm rmime^ -md 

%.:i «'^«r Jiii^ #f Gi'fic#-©f ;^e;'w-S%* 
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. ' 4*1* IpBflPSN* 

itf’ 4iNpra©*^^ %■ ftXl e^sifwjrjsal® of* tM Offlcft ©f 

1b« ai^ Bivi&Vm palief c^^acasfitl. 



»*')«■ €itl t®. tl» fil^S «'sjeh SNi 


■|l 


i^iedatratim S« 

iMbat «ai 

T*f»Pn OR loQidrite di-awti^i %'j M'rt.sia-te |» 

^«rt m «»| 86 iir 43 ss^* .lafttayfej flaantJiia i l. 

% j iifti»% S® «ii 
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OmSkTIOML 



3, nireet and aiipervls® the reoruitMnt, invasUtation, ©valuation 
of iirv6at4.2a.tlv6 i^eporte, appiaval or dlsapprovai, omi tl® utiXisation 
of contract psrsoniMl for tlie Soonrity Ss^jport Divj.sion, .&ucli as 
Clerical Ispiloyaos, Kotarias Public, Medical Contact©^ 25X1 A 

Organizations, and Gosifiercial Imrestl^atlv® Organizations* 

h» Plan, prejarCji for^udata, coiapila, pUbliaii, ©nijervis©, itism'© 
<c®^pXlanc@ vitn, and nialataln .accountatility for ra^^ilatoiy-'' isB^iaiicss,* 
such ae Agent© Karjual* SiU Boadquarters Ifaaual, BBD ’-leBOi'anda, SOD Haa d- 
qaai'tars i'lenior an d a * SOB liotices, CAC Letters* and Off- flous'S Instructions* 
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$m re!jQiraiient0 jpor pre:imratiDB awl^ 

of Daily .Reports, as wll a& revtaw tadi Daily Reports* 


5*. ti?w stoiiss m4 to dtei^rs-diie such facte* 

as w>rk los^Sj^ uM-Hsatlon of psrsonttel,. FieM Offlcs aati Sead^p^orte* 
adsinlstratlatt, planning 0t romi trips anci cosipleti^m ol* aael^raeats. 



f , formulate polity., dstesAt®. contents, and. iiKttye propsr estsblish- 
fflfwst and tttilisatioo of Standard Idbrarlss and Fefsi^wce i!atera.sl for 
ai«d<p«ute* sffii field Offl^, 

8* 1^‘feB-ralr# and adslnlster the pf^-sical, progra'u foe 

tek field Offices, inclnillng.<(tei s'uparvislon of safe. the 

rnpammiou of license ts«toirE 0f Qammmvti> Owied fehlclee, the iapilB- 
aentatloB of cover lequlrBaente, te iroviaion of iJf « Hectrtc Protac- 
tdoii Servie®, the coastruetlon of mtilt. areiK.-,:the procisremnt of telephone 
awstelag tervloi, the pisjeu3:ei*nt of covwr ststioues;;/, aid -Wte like. 
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r.rf 





. 1, Plan, ^atftbllah atandards for, complianc© and. 

anform^nt of Gonfldentdal fmdB rofuIatloD® amd prat^ur&s, and 

eaaica'te aa^its of tha WMM Qttim H®volvliif.j fm&s, Stas^p fmris, atrt 

Property Acoosai^, as a» tbe ■ H®euiq«6trter® L^rest Staap Fiajd* 

/yv Coofi^PWArW/^^virH- A-fT^ 




:X^ 2, Goi?,pil», evaluate, and preptr«^armiap. btKlf;et for td« Offfce 

of tJh® DapaV Director of Sgkcijrity (IsBi^atlgatlona and Support) and 




tbe S«e®:l% Support -l^rlaion#. 

3» inventor, am Inspect pa-operty lisiisd to Field Qf£lms» 

y ^ I*.* Han, direct, and ■ supervise the eatabllsh^nt and tii® t.upliKaeRta- 
tiofl of Division training pros’^ajn® fdr professiorisO. and clerical pwrsoar®! 
locate at Field Offices, Headquartere, sKi wltMn, tha Br«rch thit>|#dgh 
the coaf&rmtej^^^^dt [fh 

5* l^velop, evalmte, asserdd-e, and, control tha annual ^Lani, 
objee^vss, and accop^llsteieats of tl®- Division, 


y 


6, Istitelisb stswdards for tim sutaralttal ano. !.'Cio:teute o.f l^erforaance 




% 


Reports, as «11 m control and eupervloe tla? racoipt afxi ijsoceasinc of 


such rtport*.. 


,tL 




1-^ 




7* Develop and establish r®quir®ii»nte for Sattffd^/ Du^- coverage, 

Duty r^tor for both pmfos- 


as «®11 as prepare a«l superri.s© ttie^Sat 
Sioaal and derlcal porsonn#!, 

6* Anticipate, dfevelop, foraulate, recs*^T'«snd, coordinate, and 
eigervlee *lfet* and i’ar. Plannln.;^ for the Division, a.s sell as act 

as altenmt# for the S3 Senior War Flanaer, 


ET 
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94, frticwmi review, and disser-lnat© infon-mtion caijosrning ewcrt 


eeciirlt^- fUL^ to othar cowj'jonents at Office of Security, 

25X1 A1 3c 

11, Bftoeive, coordinate, and estafclieh priorities for the repi'O- 
ductiott el docttf:®uts r@.qi^8t©d by all coinpoimtts of ti«r Office of Sacinrlty, 

12* Prepare a^iKia, attoM, and porforsj .TOcretariat eervice® for 
jueetii^ of the- Advlaca^* Coa. Attee to the Doputj,' Cirector of Security 
(investigatlowD ar4 Stqiporfc), 

13. litecelYe, stuA^, and prmpsm SED recor^ia©adatio,ns aM 



poeitian to proposed Agenqy jsagulations and Moticse. 

X la, ForastOate, ir.pleiaeiit, and supenriee concernlag: 

«d«lnl®tratiTe matters both in Headquarter® and in th© PieM, mnh as 
tla» and attealanc®, vacation schs^al©®^ |5er«oat»l inforrmtton, security. 
Ball, teleplKjn©, ll/aitaticjns on inquiries directed to Division persoosel. 


court or bosa-d apijearaacas, property mttex^, and financial jaatters* 






SFnBFT 
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OVEiiTIME 

Con-rntpoiKtoBts aad. Tmmx^s Branch. 



Paid 

Uticotr^sensated 



ow*ti3»a 

IT 55 (5 $h - 30 June $S) 

7it 

3^ 

n $6 (1 July 55 - 21 AprU $6} 


Ml 

Totals 

M 
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